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	Job title
	Grade
	School
	Location

	Finance Manager
	3A 19-22
	St. Boniface RC Primary School
The school is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment. 
	


Note to applicants

Whilst all criterions below are important, those under the Essential heading are the key requirements. You should pay particular attention to these areas and provide evidence of meeting them. Failure to do so may mean that you will not be invited for interview.
















        

           (*See grid overleaf)

	Essential criteria
	Necessary requirements – skills, knowledge, experience etc.
	* M.O.A.

	1. 
	Has up to date knowledge of relevant financial regulation within a school setting. 
	I

	2. 
	Experience of  and commitment to balancing budgets and gaining best value for money 
	I

	3. 
	English and Maths GCSE qualification at grade C or above (or equivalent)
	A

	4. 
	Ability to communicate effectively with parents and suppliers
	I

	5. 
	A relevant qualification and/or experience in the field of finance, IT,  business or administration
	A

	6. 
	Willingness to undertake relevant training including SIMS
	A

	7. 
	Ability to work on own initiative, to plan and evaluate
	A

	8. 
	Efficient, precise manner of working with an attention to detail
	I

	9. 
	Ability to be supportive and non-judgemental
	I/A

	10. 
	Have the ability to deal with sensitive issues in a professional manner, understand the need for confidentiality when appropriate and to ensure clear and sensitive communication with parents/carers
	I/A

	11. 
	Have good people skills and an ability to communicate well and have empathy with family needs
	A

	12. 
	Ability to promote the ethos of the school by being welcoming, helpful and responsive to visitors
	I

	13. 
	Ability to manage a complex work load, prioritising and planning work on own initiative and without day to day supervision
	I/A

	14. 
	Experience of using financial software and databases
	A

	15. 
	Ability to take minutes of meetings and write concise and accurate reports
	I

	16. 
	Experience of maintaining records and preparing written reports
	A

	17. 
	A willingness to participate flexibly in school life including extra-curricular activities
	I

	18. 
	Understanding of the particular Catholic nature of the school and willingness to work sensitively within that ethos
	I


	Desirable criteria
	Necessary requirements – skills, knowledge, experience etc.
	* M.O.A.

	1. 
	Experience of using SIMS or other information management system
	A

	2.   
	Ability to speak a modern foreign language
	A

	3.
	First Aid training
	A

	4.
	A practising Roman Catholic
	A


	Completed by
	Date
	Approved by
	Date

	
	
	
	


Method of assessment (* M.O.A.)
A = Application form,    C = Certificate,    E = Exercise,    I = Interview,    P = Presentation,    T = Test,    AC = Assessment centre


